Business Objects

Report Writing -
CMS Net and CCS Claims
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Introduction/Background

Business Objects is the software gateway for accessing data through a secured site on
the Internet. The State Department of Health Care Services (DHCS) has developed two
reporting systems that enable you to view CMS Net Eligibility Reports and CCS Paid
Claims through Business Objects.

To use Business Objects you need, at a minimum, access to the Internet and Microsoft
Internet Explorer Version 6.0.
e County users connect to the DHCS Extranet site
https://portal.dhcs.ca.gov/businessobjects/enterprise115/InfoView/logon.aspx
e State users connect to the DHCS Intranet site
http://dhssacbi02/businessobjects/enterprise115/InfoView/logon.aspx
¢ You will also need a Business Objects User ID and Password issued by the
State. To obtain a password, please fill out DHCS 4074 on the CMS Net
Website.

Please see the CMS Net and CCS Claims Corporate Reports Overview at
http://www.dhcs.ca.gov/services/ccs/cmsnet/Documents/BOCMSGuide.pdf for more
information on the existing corporate documents, password resets, and other basic
issues.

Report Writing (Ad-Hoc)

There are only five report writers allowed per county. Report writers can create reports
for themselves and other users in their county.

Requesting Report Writing Access

Your CCS Administrator is the only person who can request report writing access for
your county. The CCS Administrator can use the DHCS 4074 form or email
cmshelp@dhcs.ca.gov with the names of the users if they already have a Business
Objects account. Please have your CCS Administrator specify the request is for report
writing access.

Java Version

Business Objects requires Java to be installed on your computer. Use Java (JRE)
Version 6, Update 18. Uninstall any newer Java versions you have on your computer.
Please ask your local IT for installation assistance.
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Create A New Report

Click the “New” drop down, and choose “Web Intelligence”
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Modify An Existing Report

You can modify a report you created (My Folders > Favorites) or a report another user
sent to your account (My Folders > Inbox).

Corporate documents (Public Folders > Corporate Documents) can also be modified,
with the exception of the following (they are very complex and had to be created with
special Business Objects software):

CMS 07 — Healthy Families Caseload Count

CMS 08 — Healthy Families Plan List per Client

CMS 10 — MTU Client Count by ZIP Code

CMS 11 - Cases Closed Due to Death of Client

You will not be able to save over the existing corporate document, but can save the
corporate document to your favorites.

Choose “Modify” directly under the report’s name.
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Edit Query View

This view allows you to choose what is displayed on your report. You can narrow down
your search results in this view so only the data you are looking for will display on your
report.

Edit Query has three main sections: Data (choose the objects (fields) your report will
use), Result Objects (choose what objects you want to show on your report), and Query
Filters (choose the objects you want to use to narrow down your report results).

After choosing the fields you want in your Result Objects and Query Filters, click the
“‘Run Query” button to run the query you created.
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Data Section

The data section contains several folders which represent different tables in Business
Objects. The folders group together similar objects you can add to your report.

Take care in deciding which folder to pull your data from. Some folders will pull all
information on a client, while others will only pull the latest data for a client. For
instance, “Client Eligibility” in CMS Net will pull every client eligibility period the client
has ever had, whereas “Current Client Eligibility” will pull only the last client eligibility
period.

Other folders need an object in the query filters to narrow down results. For instance,
the “Address” folder has many addresses for a client and you would not want them all to
appear on your report. Using the “Address Type” object in the query filters would
enable you to narrow down your results to display only one type of address.

The folders for CMS (CMS Net) and CCSCLM (CCS Claims) are shown below.

CMS Net Folders

=81 CMS
+ /& Patient Registration
+ /g8 Patient Registration Age Filters
+/88 Referral-Transfer
+/88 Current Referral-Transfer
+1d8 Address
+ (g8 User
+ (@] County Case Manager User
+/d#] Regional Case Manager User
+ /@ Managed Care Plan
+/88 Miscellaneous Tickler
+ /g8 Client Eligibility Summary
+ /g8 |CD9-Diagnosis Information
+/d8 Program Eligibility
+ (@1 Med Eligibility Diagnosis
+/&# Insurance Other Coverage
+ /g8 Current Client Eligibility
+/#] Current Program Eligibility
+ /g8 Current Med Eligibility Diagnosis
+ (&8 Measures
+/d] Case Motes

Patient Registration — Information as entered on the Patient Registration screen
Patient Registration Age Filters — Filters that narrow down your report to specific age
ranges

Referral-Transfer — All referrals and transfers

Current Referral-Transfer — The last referral or transfer

Address — Addresses related to the case

User — Users with CMS Net ID and info on their Security level

County Case Manager User — Users assigned as the client’s county case manager



Regional Case Manager User — Users assigned as the client’s regional case manager
Managed Care Plan — Managed care plan on the Insurance Coverage screen
Miscellaneous Tickler — System and user created ticklers from CMS Net

Client Eligibility Summary — All client eligibility periods

ICD9-Diagnosis Information — Client’s diagnosis from Patient Registration
Program Eligibility — All program eligibility periods

Med Eligibility Diagnosis — All medical eligibilities from Client Eligibility

Insurance Other Coverage — Insurance Other Coverage screen data

Current Client Eligibility — The last client eligibility period

Current Program Eligibility — The last program eligibility period

Current Med Eligibility Diagnosis — The last medical eligibility from Client Eligiblity
Measures — System generated summary total of an object

Case Notes — Case notes data

Please refer to the CMS Net Data Dictionary for more detail on the objects in each of
these folders.

CCS Claims Folders

- $7 CCSCLM
+ &8l Beneficiary
« &8 Provider
= & Provider Xref
=& Claim
+ @) Claim Line
+ &) restrictions

Beneficiary — Information about the beneficiary

Provider — Information about the provider

Provider Xref — Cross reference of the Provider Number. This will list the provider's NPI
or Medi-Cal Number (whatever number is not on the claim)

Claim — Claim summary information

Claim Line — Claim detail information

Restrictions — Internal table, do not use

Please refer to the CCS Claims Data Dictionary for more detail on the objects in each of
these folders.
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Result Objects Section

The Result Objects section is the area where you place the objects you want to display
in your report results. For example, the screenshot below will generate a report where
the client’s name, date of birth, and case number are the fields on the final report.
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Moving Objects To and From the Result Objects Section

There are three ways of moving objects to the result objects section:
¢ Clicking your mouse on the object and hitting the enter key
e Double clicking your mouse on the object
¢ Clicking your mouse on the object, holding your left mouse button, and dragging
the object to the result objects section

There are two ways of taking objects off the result objects section:
¢ Clicking your mouse on the object and hitting the delete key
¢ Clicking your mouse on the object, holding your left mouse button, and dragging
the object to the data section



Query Filters Section

The Query Filters section is the area where you narrow down your results. Report
writers don’t want the report to list every possible result, but only those results that are
relevant to the question the report writer is using the query to answer.

For example, the screenshot below limits the results to only active users who are
currently assigned to my county.
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If the report wasn’t limited in this way, the results would show all active, pending, reopen
pending, transfer active, denied, not open, and closed cases for all clients who were
ever assigned to my county.

The query filters section is the area you want to check first when reports are not running
correctly.

Moving Objects To and From the Query Filters Section

There is one way to move objects to the query filters section:
¢ Clicking your mouse on the object and dragging the object to the query filters
section
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There are two ways of taking objects off the query filters section:
e Clicking your mouse on the object and hitting the delete key
e You can also click your mouse on the object and drag the object to the data
section

Current Legal County Filter

Make sure to always use the Current Legal County filter if you are a county user. This
will ensure that your results are for clients who are currently assigned to your county.
Excluding this filter will also give you results for all clients who were ever assigned your
county in CMS Net.

The filter is located at the very bottom of the Patient Registration folder.
¢ Current Legal County

Query Filter Editor
The query filter editor is the tool where you create a filter for your report.
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Operators — Quick Reference
The following table will help you select the operator you need to define a query filter:

To retrieve for example... select... to create this
values... filter...

equal to a value you retrieve data for the US only, Equal to <Country> Equal to US
specify,

different from a value retrieve data for all quarters Different <Quarter> Different from
you specify, except Q4, from Q4

greater than a value retrieve data for customers Greater than | <Customer Age>

you specify, aged over 60, Greater than 60

greater than or equal to

retrieve data for revenue

Greater than

<Revenue> Greater

a value you specify, starting from $1.5M upward, or equal to than or equal to
1000500
lower than a value you retrieve data for exam grades Less than <Exam Grade> Less

specify,

below 40,

than 40

lower than or equal to a
value you specify,

customers whose age is 30 or
less,

Less than or
equal to

<Age> Less than or
equal to 30

between two values
you specify that
includes those two
values,

weeks starting at week 25
and finishing at 36 (including
week 25 and week 36),

Between

<Weeks> Between 25
and 36

outside the range of
two values you specify,

all the weeks of the year,
except for weeks 25 through
36 (week 25 and week 36 are
not included),

Not between

<Weeks> Not Between
25 and 36

the same as several you only want to retrieve data In list <Country> In list ‘US;
values you specify, for the following countries: the Japan; UK’

US, Japan, and the UK,
different from the you don’t want to retrieve data | Not in list <Country> Not in list
multiple values you for the following countries: the ‘US; Japan; UK’
specify, US, Japan, and the UK,
for which there is no customers without children Is null <Children> Is null
value entered on the (the children column on the
database, database has no data entry),
for which a value was customers with children (the Is not null <Children> Is not Null
entered on the children column on the
database, database has a data entry),
that includes a specific customers whose date of birth | Matches <DOB> Matches
string, is 1972, pattern pattern, ‘72’
that doesn’t include a customers whose date of birth | Different <DOB> Different from
specific string, is not 1972, from pattern pattern, ‘72’

that corresponds to two
values you specify,

telco customers who have
both a fixed telephone and a
mobile phone,

Both

<Account Type> Both
“fixed” and “mobile”

that corresponds to a
single value and does
not correspond to
another value you
specify

telco customers who have a
fixed telephone, but don't
have a mobile phone,

Except

<Account Type> “fixed”
Except “mobile”
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Operand Types

The operand type is the type of input you want to use for your query filter. There are
three different types:
e Constant: Type a value or values manually
e Value(s) from List: Choose a value or values from a list of possible choices. The
list may take some time to generate (you might think Business Objects crashed,
but it’s just trying to create your list)
¢ Prompt: Make the person who runs the report choose what value or values they
want to use for the report

Typing a Value — CAPS is the Rule

Almost all the values in Business Objects require you to use ALL CAPS when typing in
a value in the query filter editor. Using anything other than CAPS will cause your report
to return no results.

The one exception is the Subject Code field of the Case Notes table. This field has
specialized capitalization. Type the subject code(s) you want exactly as shown on the
Case Notes Subject Code and Descriptions list.

And Versus Or

The query filter section defaults to using “and” so your queries use all your query filters
in the report. You can change the “and” to “or” so the query chooses one filter or
another when pulling results.

Create all your filters,
[

“f Query Filters

1 Case Status Equal to ACTIVE‘

" Current Legal County
71 Age Years Equal to: 3
71 Age Years Equal to: 2

And

then click and drag one filter under another with your mouse until one looks like it
becomes indented.

J
°f Query Filkers

1 Case Status Equalto ACTIVE‘

" Current Legal County
O 1 Age Years Equal té 3
71 Age Years Equal to: 2

And
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http://www.dhcs.ca.gov/services/ccs/cmsnet/Documents/SubjectCodes.pdf

Let go of the mouse button, and an “or” will be created.

°_Query Filters

i Current Legal County
And

71 Age Years Equal to: 3
or H

1 Age Years Equal to: 2

Now, instead of the report trying to find a client that is both 2 and 3 years old (which is
impossible so no results would be displayed), The report will find clients who are either
2 or 3.

The operand “in list” is easier to use than an “or’ and can be used instead of “or” most
of the time.

You can double click the “and” and “or” to switch between “and” and “or.”

Prompts

Prompts are useful when you want to change your query conditions every time you run
your report. For example, if you want to change your date range every time you run
your report, prompts would be an easy way to accomplish this.

Add a query filter or use an existing query filter. Click on the box to the right of the filter
and select “Prompt”.

=1 Case Status  Inlist - pe A conskank 'E_

Walues) From lisk

Prompk

Dhject

You can modify how you want the prompt to be displayed.

) Case Status Inlist | |Enter value(s) for Case 5tatus£§
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Prumpt

Prompt texk:

|Enter waluels) Far Case Status:|

E Prompt Properties :

[ Prompt with List of Yalues
[~ Select anly From lisk

v Keep last valueis) selected

[~ Set default valuels)

K Cancel |

Help

Note: If using between, you need to do the above steps to both text boxes on the query

filter if you want both to be prompts.

< Dateof Birth Between  Enter Date of Birth (Start):(| (4} 35|

And [Enter Date of Birth (End) (| 22}
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Edit Report View

This view allows you to change the format of your report, add counts and totals,
rearrange the layout of your report, and add variables and formulas to your report.

Edit Report has two main sections: Data (choose objects/fields to add to your report)
and the main report view (shows how your report will look printed out).

New Web Intelligence Document

04 - =1 - [30\Edit Query | [E] Edit Report

FOFX
¥ RefreshData | ﬁﬂ @ -

E]lg_f‘;‘glij?wgll"jlﬁlml'lflzg%l'z'|ré'|l|_|£?’\u'iewstructure|Q,Drilllfﬂl Epagel“l—l)ﬂ
5l Hesu=s=s=mo-A-]

_[m Templates‘ Map‘ Prnpertiesl B
: Data n

£ %7 Document Report Title I

71 Case Status
L @ Participant Count

ACTIVE

CLOSED

DENIED

MNOT OPEM
PEMDING
RECQFEN PEMNDINT

Arranged by: Alphabetic order =

Case Status Participant Count

12,733
55973
31 958
18,841
665
63

of]

4
|
-I Report 1 I

4 b X

Last Refresh Date: September 14, 2010 3:21:07 PM

Row Limit

Business Objects has a 60,000 line row limit. This means that you may hit the row limit

if you are asking Business Objects to run a very large report, even if you don’t want to
display all the results on the report.

Reports with row limits will display the “Partial Results” warning as shown below.
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Manual Example F OF X
O - || E - | et query | [ Edit Report Farefreshata 3 |G| @ -~
iBESIVYE 9| AId-|TIEL - <& - | B Ervewstuture | Qoril i | fpage W 4 [ 1 A |
Zl Hs:zu=S==@E%-A-§
Daka Templatesl Map‘ Prnpertiesl =
! Data % Report Title
= fl Manual Example
- 71 Case Number
=) Case Status Case Status CCS HF MC Ind Participant Count
T CC5 HF MC Ind ACTIVE ccs 1,530
= @ Participant Count
ACTIVE HF 2,232
ACTIVE MC 8,920
CLOSED CCs 19,301
CLOSED HF 4,232
CLOSED M 23,785
1 | |
Arranged by: Alphabetic order - -I Report 1 ‘ ﬂ

Last Refresh Date: September 21, 2010 2:35:14 Pl /14 Partial results

To get around this, narrow down your query further or split your query into multiple
gueries that will not hit the row limit.

Add Fields To Your Report

Each time you create a new Business Objects report, the system will add the fields you
chose to the report view the first time you run your query. If you edit your query, run
fields again, and then re-run your query the new fields will not appear on the report
view.

To add the fields to the report view:

Click and hold the field/object you want to add to your report with your left mouse
button. Drag the field onto the table in the report view. This part is a bit tricky- you want
to add it to the end of one of the columns of the report. It is very easy to accidentally
replace one of the current columns, place it outside the table, or place it somewhere you
don’t want it to be. Make sure to use the undo button if this happens.

Drag it until it looks like the screenshot below. The help text will say “Drop here to insert
a cell.” Release your left mouse button and a new column will appear with your data.
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Manual Example
OH = 11=| v|®EditQqumRe|:ml

iBE S 9 Ad-TI|EL-Z - |E e
Jad| FlB fr u=s==H|%-A -
Data | Templates | Map | Properties |
{ Data 2 Report Title
E‘fl Manual Example
7 Case Status
. EETEE
Lo @ Participant Count ACTIVE l 12,682
CLOSED | CCSHF MEglndg
DENIED 21,986
NOT OPEN 19,878
PENDING i0rop here to insert a cell|
REOPEN PENDINC 67
Manual E

D E v||ﬁ| v|®Ed\tQueryEﬁR&pﬂdl
iBE SiW X 9| AdL-| T|E8l-Z | T -|[E Epviewstructwe | Abri

i frial j L] j B 7 U |
_[m Templates | Map | Properties |
| Dats a  |Report Title
E‘fl Manual Example
+ 71 Case Status
o EEEE
L@ Participant Count ACTIVE ces 1,530
ACTIVE HF 2,232
ACTIVE MC 8,920
CLOSED CCs 19,301
CLOSED HF 4,232
CLOSED MC 32516
DEMIED cCs 11,223
DEMIED HF 518
DENIED MC 10,245
MNOT OPEN CcCs 17,346
MNOT OPEN HF 137
Breaks

Breaks group data into separate tables with no header. This is very helpful in
organizing the data and making it more readable. You can have more than one break in
your report.

Click the column of your report you want to make into a break. Click the break icon on
the toolbar.
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Manual E !
D E v|ﬂ|E v‘@EditQueryEﬂRewtl
(A S W 9D V(TEY - = | T -5 Brvensutie | Aol |

vl = jn!H@ﬁ!ﬂ‘b-AT]
J' Data | Templates | Map | Properties |
§ Data 2 Report Title
(=145 Manual Exarnple
| T
o @ Participant Count: ACTIVE cCs 1,530
ACTIVE HF 2,232
ACTIVE MC 8,920
CLOSED CCS 19,301
CLOSED HF 4,232
CLOSED MC 32516
DEMIED CCS 11,223
DEMNIED HF 518
DEMIED MC 10,245
MNOT OPEM e (o5 17,346
MNOT OPEN HF 137
Manual Example

DE -|s| @ -|@EdthueryedrtRepm‘
(R % W0 Adh | I[FE4L - £ <] < [E) Evewstudwe | Q

: frlal =l _:jBI!I||E|I!E|&»-A-'
_[m Templates | Map| Properties |
i Data 2 |Report Title
=87 Manual Example
|
teo b Participant Count ACTIVE CCS 1,530
CLOSED 18,301
DEMIED 11,223
NOT OPEN 17,346
FEMDIMG 585
REOPEN PEMDIMNC 19
CCs
ACTIVE HF 2232
CLOSED 4,232
Filters

Filters are useful if you want to narrow down your search results without editing your
query.

Click on the column you want to filter.
Click on the “Add Quick Filter” icon on the toolbar if you want to add a simple filter.

Click on the item(s) you want to display on your report, then click the “OK” button. Use
your shift or control keys on your keyboard while clicking to select more than one value.
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'h:é 4] - = <& - |[F] Epviewstructurs | Ol ﬂl

R EETIERNY

— I
Repoi $5elect C€CS HF MC Ind (s):
E@ €S HF MC Ind

ACTI HF

acTh, M°

ACTIY

CLOS

cLOE

CLOE

DERII

DERII

DEMII

MOT ¢

LSLR N T |n -
A
0Ok | Cancel | Help | i

To add a more complex filter, click the “Show/Hide Filter Pane” icon on the toolbar.

Manual Example F OF X
D - |3 E - | et query B edtreport | GRefreshiats 3 |BD| @ -
E)E $i% |9 |AIdh-| 7|4 -3 -] -|E Ervewsncuo | Qo i ] ease W4 1t > 0]
il ShowjHide Filter;ane j = il |§ = . > % A 'l

Data | Templates | Map | Properties| o Report Fiters Applied to: Blocki

i Data 7 To apply a filter to Block1, select the object to fiter in the Data tab and drop it here.

7 Case Status
Lem

=57 Manual Exarnple ‘

Click, hold, and drag the object you want to filter from the “Data” section onto the filter
area. You will now be able to do a more advanced filter on the report.

=
% Editing Block1 Filters
Filtered Object |[rype a value then press Enter |
) CCS HF MC Ind Yalue(s) Selected
HF
Operator MC
Tn fist = |CCS|4Fnlcn1d 5% I
CcCs
{
Operand Type _HF ,_I“
" Constant

(% Value(s) from list

Search All Values
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Manual Example

O E - || B - | et uery | E] Edi Report
BEF $i% 9| Aldh-|v[EL -3 - & | Ervewstnucue | O

 Arial ME jBI!HIE]iiEﬁH‘»-A.I
|| Data | Templates | Map| Properties | | Report Filkers Applied to: Blockl
! Data 8 || 71 CCSHEMC Ind In list: HF ; MC
(=) Manual Example
71 Case Status
@ Participant Count
Report Title
ACTIVE HF 2,232
ACTIE MC 8920
CLOSED HF 4,232
CLOSED mc 32,516
DEMIED HF 518
DEMIED MC 10,245
NOT OPEN HF 137

Formula Toolbar

If you are familiar with formulas, you can use the formula toolbar to create formulas in
Business Objects. The syntax is similar to formulas in Microsoft Excel.

Click the “Show/Hide Formula Toolbar” icon on the toolbar if you do not see the formula

toolbar.

Manual Example

0 E\'| 5| [E - | ChEdt query

FA(E AT W9 Adh -] TEA - £ <& | [E) [ErviewStructure | |

; Arial Show/Hide Formula TnnlbarE Z U ||E|g = El IS é 'l

JData | Templates | Map | Properties | £ th X FNameOF([Parti:ipent Count])

i pata P
[=)-£57 Manual Example
<1 Case Status Report Title
@ Participant Count
ACTIVE CCs 1,53
ACTIVE HF 2231
ACTIVE MG -
CLOSED ces 1930
CLOSED HF R
CLOSED Me a2.51e
DENIED ccs 11222
DENIED HF st
DENIED MC -
MOT OPEM CCS 17,348

Type in your formula and either hit the Enter key on your keyboard or the green check
mark to the left of the formula text box to validate your formula.
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Manual Example
O E - || B - | et uery | E] Edi Report
E[E]4 % &9 Adb | VIES - = | & -|[E) Ervewsawe | Q

{ Arial s ~[B]s U
|| Data | Templates| Map | Propartiasl(ﬁ‘ & X Fuuntl
i Data a

5 81 tanual Exanle Report Title

BlCC5 HF M Ind

3 Pertcpant count
ACTIWE CCcs 1,530
ACTIVE HF 2,232
ACTWE MC 8,920
CLOSED cCcs 19,301
CLOSED HF 4,232
CLOSED M 32516
DEMIED CCS 11,223
DEMIED HF 518
DEMIED MC 10,245
NOT OPEMN cCs 17.346

Moving Objects in the Report View
You can rearrange the tables and headers of your report.

Hover your mouse over the table or header until your mouse icon turns into '%

53]
Report Title
ACTIVE 12,733
CLOSED 55923
DENIED 31,958
MOT OPER 18841
PENDING BES
REOPEMN PENDIMNC 63

Click, hold, and drag the objects with your left mouse button. Let go of the mouse

button when the object is where you want it.

' Report Title

ACTIVE

CLOSED

DEMIED

MNOT OFEN
PEMDING
REQPEM PEMDIMC

Case Status Participant Count

12,733
55,023
21,958
18,841
665

&3
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Properties

You can modify properties of the report, section, table, and the titles and columns within
the table.

Click on the report, section, table, or title/column you want to modify.

Click on the “Properties” tab

Manual Example
[ [~ || [ ~ | (Redt query |[7] Edit Report
{EFE|SI W |9 Adh | VL - = <% -] E Ervewstutue | Q
; =l ElB 1 U }}_‘ga.i.i
Data | Templates | Map | Properties | £, 4 2 o |
i Properties n
[ - N
B4 [[m]] =3 =t Report Title
[=] General
Name Blockl
I Display Case Status___|CCS HFMCInd
[=] Appearance
Background color 1 ACTIVE ces 1,530
Background image ACTIVE HF 2,232
Borders
[+] Header cells ACTIVE Mc 8,920
[+ Body cells CLOSED ccs 19,301
[+ Footer cells
[+ Alternate Row/C... CLOSED HF 4,232
[+ Page layout CLOSED MCc 32516
Breaks
Sorts DEMIED cCcs 11,223
DEMIED HF 518
DEMIED MC 10,245
NOT OFEN CCs 17,346
al 1

You can now modify position on the report, margins, orientation, font styles, cell color,
whether headers and footers appear on each page, page breaks, etc. depending on
what properties you are modifying.

Sections

Sections group data into separate tables with a header. This is very helpful in
organizing the data and making it more readable. You can have more than one section
in your report.

Click and hold the column of your report you want to make into a section. Drag the

column you clicked on above the table, and drop it when you see the help text “Drop
here to create a section.”
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Report Title

1 =[CCS HF MC Ind]
B e e
ACTIVE 1,530
ACTIVE 2,232
ACTIVE MC 8,420
CLOSED Ccg 19,301
CLOSED HF 4,232
CLOSED M 32518
DEMIED CCSs 11,223
DEMIED HF 518
DEMIED M 10,245
MNOT OPEN Ccce 17,348
Report Title

cCs

ACTIVE 1,530

CLOSED 14,301

DEMIED 11,223

NOT OPEN 17,346

PEMDIMG 585

REQPEM PEMDIMC

HF

19

Participant Count

ACTIVE 2232

Sort

Click on the column you want to sort. It will look like it is highlighted. Click the down

arrow to the right of the sort icon and choose how you want to sort the data- Ascending

or Descending.

You can sort more than one column- the first column you sort will be the first column
sorted, the second column you sort will be sorted after the first one is in place, etc.

0 E v|5| & - ‘ @EditQuery Eﬂﬂeport

B Si%w M| 9IAIdL-~|vIE

4l ~|Z | & ~|[E Epwewstructure | ol |

i Data Q
=757 Manual Example

71 Case Status

71 CCSHF MC Ind

& Participant Count

i arial e jnfﬂl@
Data | Templates | Map | Properties |

Report Ti

4| Ascending
Z| Descending
@} Custom sort...

I

CCS HF MC Ind | Participant Count

ACTIVE
ACTIVE
ACTIVE
CLOSED
CLOSED
1 OSFD

ccs
HF
MC
CcCSs
HF
M

1,530
2,232
8,920
18,301
4,232
Eraald
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| Manual Example
DE - |=| B v|®EditQueryEd|tRepott]
iBE S X 0| Adh | v BRI <= | E) Ervewstutee | A

i Arial e ;]BIH|E]I!.|&.-A.]
_[m Templates | Map | Properties |
i Data 2 |Report Title
= 6‘] Maniual Exarnple
w71 Case Status
171 €CS HF M Ind o
b @ Participant Count
ACTIVE CCs 1,530
CLOSED CCs 18301
DEMIED CCS 11,223
NOT OPEN CCS 17,346
FEMDIMG CCS 585
RECQPEM PEMDIMNG CCS 19
ACTINE HF 2,232
CLOSED HF 4,232
DEMIED HF 518
MNOT OPEN HF 137

Titles

Double click on the name you want to edit. The formula bar will appear with the old
name highlighted. Type in the new name, then press the enter key on your keyboard.

You can edit the report name, the report titles, and the fields in the report.

iy Edlt Report |
b | T|E &l - = - | % - |[E) Erviewstructure | O Oril ‘r

1 U|=

Case Status Count

case status

ACTIVE 12,733
CLOSED 55,923
DENIED 21,958
NOT OPEN 18,841
PEMDING 665

REQPEN PEMNDIMC 63




Totals, Counts, Averages

Click on the column you want to total. It will look like it is highlighted. Click the down
arrow to the right of the sigma (E) and choose how you want to summarize the data.

0= -|.3‘| - | ChEdi Query Edtl!wtll
BE WK O AT -[E ] 1B Ew
¢ Arial I jnlu|§§|%zfﬂn
Data | Templates | Map | Properties | B
: Data n |ReportTitle | X Averace |
E!S'I Manual Example = Min
'I Case Status < Max
pe T CCS HF MO Ind
(Y Participant Count Ia
ACTIVE 12,682
CLOSED 56,049
DEMIED 21,986
MOT OPEN 19,878
PEMDING TB1
REOPEN PENDINT BT
Sum Adds all the numbers
Count Counts the number of cells that contain unique values
Average Returns the average (arithmetic mean).
Min Returns the smallest number in a set of values.
Max Returns the largest number in a set of values.
Percentage Returns the percentage of a set of values.

The report below uses “Sum” to count all the numbers in the participant count row.

Manual Example

L] G - || B - | GhediQuery .E&tReportJ

EES WK 9 AId-IYIGEY - - E-BE
: aial ME anu\ﬁﬁﬁra A l
]Data [Tcmplatcs[ MapJ Prope|t|es|r_

: Data 4 |Report Title

] $1 Manual Example
71 Case Status
< CCSHF MC Ind

@ Partici t
oicort | ——

ACTIVE 12,682
CLOSED 56,049
DENIED 21,986
NOT OPEN 19,878
PENDING 761
REOPEN PENDINt 67

Sum: 111,423



Undo

There is an undo button in Business Objects, but it only will undo one action (the last

action you took). Make sure to use the undo button as soon as something happens you

don’t expect.

Manual Example

)& = | @) 0 - | Cede query | [ Edit Repart
A E 4w Aldh ~| 7 |=E 4 » = «| & ~|[5) [ErviewStruckur
i arlal - jBIH|EI|i]|:Z:II"-"é"

JData | Ternplates | Map | Properties |

i Data 7

E@l Manual Example |

Report Title
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Saving the Report in Business Objects

Make sure to save the report you created if you want to modify, run it at a later date, or
send the report to another user.

Open the report in “Modify” mode

Click the down arrow next to the “Save” icon on the toolbar

= .| S| E - | HEdit Qu
S5ave a5...

Save bo my compuker as b

Click “Save as...”

,’:" https:/ /portal.dhcs.ca.gov/?isAppletSave=truefid= — | EIILI

B General

Title: Manual Example

Description:

Keywords:

™ Refresh on open ™ Permanent Regional Formatting

B Location

B 31y Folders
(3l Favorites
S Punlic Folders

B Categories

Type in the title of the report and any descriptions or keywords you want to add. Click
“Refresh on open” if you want the report to run each time you open it. Click “OK” to
save the report under your “Favorites” folder.
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Saving the Report as Excel, Adobe PDF, or .CSV format

Saving a report will open the report in a new window. Some users will not see the new
window- this is because of Internet Explorer settings, not Business Objects. If you do
not see a new window, please contact your local IT and get their assistance in changing
your browser permissions.

If you click on Excel, PDF, or CSV and the report disappears from the screen and you
are taken to the beginning Business Objects welcome screen, simply navigate to the
report and try again. This occasionally occurs when you try to save the report, but
should not happen twice in a row.

Modify - Excel or Adobe PDF
Open the report in “Modify” mode

Click the down arrow next to the “Save” icon on the toolbar
= .| S| B ~ | FHEdit Qu
Save &5...

Save bo my compuker as bk

Highlight “Save to my computer as...” and click either Excel or PDF

View - Excel, Adobe PDF, or CSV (Comma Separated Values)
Open the report in “View” mode

Click the down arrow next to the “Document” icon on the toolbar

2 Documemivé View + | [ save &5 # Find
Close

Edit

Save

Save as

Save to my computeras b Excel

Report Tit

O

(9]
w »n O

Highlight “Save to my computer as...” and click either Excel, PDF, or CSV
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Sending Reports

You can generally only send reports to other report writers. If you send the document to
another user that does not have rights to edit reports, the recipient will either not get the
report or will only be able to view the information you pulled and refresh the report to get
the latest results.

County users can send reports to other county users. State users can send reports to
other State users. County and State users cannot send reports to each other.

Go into your favorites and check the box next to the report(s) you want to send.

Click the “Send” drop down, and choose “To BusinessObijects Inbox...”

f,“-lnfn\l'iewaindnws Internet Explorer _ ﬁlﬂ
@:—-:. - |g hitp:/fdhssachi0z businessobjects /enterprise 1 15/ InfaYiew main, asp:x: j *20| % IﬁGoogle 2|
J Fie Edit Wiew Favortes Tools Help J x GJ‘ -

Gr @ foview

Business Objects \Welcome: B\Washin2
@ - D New - & Rﬁ' Sand|v| My Infoview | Search title - ‘ | = 12' @
[ Folders To Busines=0bjects Inbox... F O X
E BoBEEl3 X To Email... Types +
B i Home To FTP Location... LastRun | Type Owner Instances 4|

23 Iy Folders To File Location... Count Meverrun  Web Intelligence Document Administrator 0
B Fayorites view | Modify [ Schedule | History | Properties
_J.Adive FEIGTE r )j # SCRO Dependent County Pending Cases Meverrun  Web Intelligence Document Administrator 0
ScHoP view | Modify | Schedule | History | Properties
= corporate Docum County, Name, Mumber
=3 i
&= Expenditures ~ jj # Santa Cruz Active CM3 Met Accounts Meverrun  Web Intelligence Document Administrator 0
HF View | Modify | Schedule | History | Properties
EMI’JDX Mame, Last Access Dt, User D, total
S public Folders o ) - ) ) )
3 [ ACtiv ¥ ¥ ey W Q A i
[T &1 % SanJoaguin Active Clients by Ethnicity Meverrun  Web Intelligence Document Administratar - 0

View | Modify | Schedule | History | Properties
Ethnic Group, Participant Count, Total

[T 3] + SanDiego Active, Pending Cases - Training Meverrun  \Web Intelligence Document Administrator 0
View | Modify | Schedule | History | Properties
MName, Case Status, DOB, Case Number, CIN

[T 31 + Sacramento-All

view | Modify | Sc

Active Cases Mever run Web Intelligence Document Administrator 0
dule | History | Properties

r 2j #  Placer County Mever run Web Intelligence Document Administrator 0
View | Modify hedule | History | Properties
Mame, DOB, Case Mum by Status
r 3j #  Count of ICD2 by Age - Dalsey Mever run Web Intelligence Document B\Washin2 0
View | Modify | Schedule | History | Properties
< | » -
Discussions =

| 4} Startl & O] @ |=| [w] > O] calendar - Microsoft 0. | |2 3:\Business OhjectsiCCS | ] BO Repart Writing Guid. . " (€ InfoYiew - Windows ... ||Q|@ WG B norem

Click the “Destination” drop down and choose “Specific Inbox”
Type the user ID of the person you want to send the report to and click “Search”. The

user ID is the first initial and part of the user’s last name. Please check with the person
you want to send the report to if you are not sure which ID is theirs.
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You can send your report to more than one person.

P

FOFX

Send

Send Santa Cruz Active CMS Net Accounts to users

Document Title: Santa Cruz Active CMS Net Accounts
Description: Mame, Last Access Dt, User ID, total
Created: 4/16/2009 11:30 AM
Last Modified: 4182009 3:18 FIM
Last Run On: Mever

Destination: |S|Jeciﬂcinh-3x 'l
Choose: IUsers 'l
Loak For: ftm

Available Recipients: Selected Recipients:
JEastman | > |

KHartman

trmadani | - |

trmcandrewa

Thliller3

B3

TargetName: & Automatically generated

 Specific name | Add placeholder... ]
Send As: & Shartout
© Copy

Send | Cancel

Click the correct user ID from the list of Available Recipients”, and then click the “>”

button to move the ID to “Selected Recipients”.

Click the radio button next to “Specific Name”. Click the “Add placeholder...” drop down

and click “Title”. (This will send the report with the actual title you gave it. If you do not

do this, Business Objects will add numbers to the end of the title)

Click the radio button next to “Copy”.
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P

FOFX

Send
Send Santa Cruz Active CMS Net Accounts to users
Document Title: Santa Cruz Active CMS Net Accounts
Description: Mame, Last Access Dt, User ID, total
Created: 4/18/2009 11:50 AM
Last Modified: 4/18/2009 3:18 PM
Last Run On: Mever

Destination: |S|Jeciﬂcinh-3x 'l
Choose: IUsers 'l
Loak For: ftm

Available Recipients: Selected Recipients:
[>]

KHartman

trmadani | = |

Thlaia —

tmcandrewa —

THiller3 <]
(=]

TargetName: " Automatically generated
& gpecific name |%SI_MNAME%%SI_NAME |Title j
Send As: 7 Shortcut
& Copy

Send | Cancel

Click the “Send” button on the lower right hand portion of the screen to send the report
to the user.



Scheduling

You can schedule a report to run automatically. It will keep a history of your past report
runs. Make sure to create your report so the scheduling will work properly- using
prompts, for example, would not work with scheduled reports.

Search for your report and click “Scheduling”
Edit the “When” section and change it to occur on the schedule you prefer.

You can play with the other sections if you like, but please be careful when selecting to
send the scheduled report to an email inbox. It will not send securely and may violate
HIPAA if your report contains patient information.

Schedule F OcF X

Manual Example =

Instance title: |Manual Example

E When

Schedule option |l.lonth|, v]
Frequency: @ |1 month(s)
& Da;,l 'I of every month

€ Last day of every month

€ week: |First [ ¥] pay:|! 3|
start. [9/21/2010 @1 =lfzs =lfo7 =l[Fn=]
End: [2/21/2020 @1 =l[ze =lfo7 =l[rn =]
Destination
Format

=

Caching Options

=

Server Group

=

Events -

v

Schedule | Cancel

Click the “Schedule” button and your report will now run on the schedule you set.
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History

History is how you view reports you have scheduled.
Search for your report and click “History”
Click on the report you want to view. They are listed by date.

CHDP Monthly Summary of Screens by Funding Source

I~ shaw anly instances owned by me
[ Fitter Instances By Time

Pause | Resume | Delste Show completed instances » | %3
I [ | Instance Timew | Title Run By Parameters Format Status | Reschedule
9/20/2010 4:45 CHDF Monthly Summary of Screens by Desktop Sueress M
r# Al Funding Source .dministrator Intelligence Success n/a

8/20/12010 445 CHDP Monthly Summary of Screens by N Desktop S f
r AM Funding Source aministrator Intelligence Sueeess nia
712012010 4:45 CHDF Monthly Summary of Screens by Adrmini Deskiop P
O Funding Source aministrater Intelligence Sleeess na

Properties

You can modify the title, description, keywords, or location of your report by using
Properties.

Search for your report and click “Properties”

Properties F O &F X

Manual Example Properties

Title: Manual Example

Description: —
Keywords:

Created: 9/14/2010 3:30 PM

Last Modlifiec: 9/21/2010 10:59 AW

LastRun On:  Never

Locale: English (United States)

Categories: B I~ Personal Categories
B Corporate Categories

%I Cancel |
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